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OFFICE OF SECRETARY OF STATE

STATE - Application for
OF DEPARTMENT OF ARCHIVES & HISTORY

GEORGIA RECORDS DlSPOSlTlON STANDARD RECORDS MANAGEMENT DIVISION
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1. Asplication Date
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2. Amency Application No. and forward to Department of Archives and History, Attentlon:

i AGENCE, Division Soldivion & Adminiolering Office Addrems T 4 Persca fo Crrtict
Department of Transportation
 Division of Administration - Office of Personnel Henrietta Herrington e "
No. 2 Capitol Square o e e - :
5, Working Tille 6. Tel. Neo. .
Atlanta, Georsia : . Personnel Assistantl 656- 5260
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7. ACTION REQUESTED
X ESTABLISH DISPOSITION STANDARD; : DISPOSE OF PRESENT ACCUMULATIONS;
RECORD WILL CONTINUE TO ACCUMULATE NO FURTHER ACCUMULATION ANTICIPATED. N
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l. Earhest & Latest Dates of Senes 9. Exact Series Title _ : i
~ To Date ____Merit System Established Position Pile
10. What is the function of the off:ce in whach this record series is created .

¥

The Division of Administration provides staff aupport to the Department-fn the areas of

general accounting, audits end fiscal procedures, personnel and training, contracts pro-
- ecurements and administration, equipment control, purchasing, inventory and warehouse
~control, general files, records mansgement. Department budget and air travel service.
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11. This ﬂle contains the following dowments (mclude form numbers and trtles, If any. and file arrangerment):
Documents relating to established Merit System positiona within the Department.

%

Included are: c1v11 Service Established Position Record ;
Employment Record with this Agency g

.- Fila is arranged by organizational units. .
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ATTACH SAMPLES OF THE FILE

12, EQUIPMENT OCCUPIED _ No. of Drawers | Cu. Ft. of Racorda } No. of Drawers Cu. Ft. of Records |/
. “ e m=] ANNUAL RATE OF ACCUMULATION | S i
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QUESTIONNAIRE Place an “x”

in the proper columt. If answer is “YES,”

13. Is this the Record Copy of the series?

14. Is there a duplication of this series in another office or agency?

15. Is the information contained in this series ever summatized or published? Attach copy of summary'br publication.

+

please explain

16. Does the series contain classified information requirinf; security handling?

17. Does the series initiate, amend or terminate agency policies and procedures? -~

18. Could the function be performed if .the‘files' were lost or destroyed?

19. Is the series (or major portion of it) regularly microfilmed? If yes, why?

20. Does the record series provide data as input to an EDP file?

21. Does the record series contain documentation produced as EDP printout?
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22. Has the Federal Government issued instructions governing }etentionldisposition of - these files?
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23. Will there be a need for these records 10, 15 years from now? If yes, what?
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24, REQUIREMENTS The followmg requnres 'Ihe flIes to be kept Indeﬁni:elym
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LIMITATION

25. AGENCY RECOMMENDATIONS This agency recommends that the file series be cut off at the end of each

-[ ] CALENDAR YEAR -[x ] Other Abolishment of Position

[ ] Houd in the current fites area
[ ] Transfer to [ ] State Records Center [ ] Local Holdmg Area hold

[ ] Destroy.
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LAW
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a. [ ]STATE b. [ ]STATUTE OF t. [ ]AUDIT d [ ]FEDERAL e. [x] ADMINISTRATIVE
LAW ~  DECISION '
(Cite Law, Statute, or other reason for the retention requirement)

? [ ]HISTORICAL
=™ VALUE

-[ ] FISCAL YEAR

month(s)/ .. l

[ 1 Transfer to State Archives for permanént retention.” - -

[ ] Destroy immediately after cut- off

[ X] Other: (Specify)
‘Position Record:

Employment Record:

{Indicate briefly rationale for recommendations above/or write additional remarks):

. year(s):

- yEQI(S):

theh:;

hold in current files aréa until position is abolished; ‘thén destroy.
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26. Recommendatqons
in Paragraph
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L[ ] Approved [ ]Dnsapproved
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- et
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V{Approved [ 1 Disapprove
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Merit System Established Position File

Explanation of Yes Answers Questions 14-23

The series initiates and terminates Merit System positions within the
Department.

This is a continuous series. Records are disposed of only 4if a position
is abolished. :

Rationale: The recommended retention guidelines satisfy administrative
requirements.,



